
HOW TO CHANGE TAX WITHHOLDING DATA THROUGH  

EMPLOYEE SELF SERVICE 
 

 

You can file new Form W-4 and state tax forms anytime your tax situation changes and you choose to have 

more, or less, tax withheld.  Our new PeopleSoft Employee Self Service website gives employees the freedom 

to review and update tax withholding information at their own convenience.   

 

Beginning May 5, 2009 employees can log onto the PeopleSoft website to access their personal information.  

Instructions are provided below. 

 

 

STEP 1:  Log onto the PeopleSoft Employee Self Service website:  https://pshcm.dc.gov  

 

If you are logging on for the first time, the user id is your name in the format of: first.last                 

and the password is your last name and the last four digits of your social security number.   

  

Sample Name: Mary Jones  Sample SSN:   345-67-7890 

 Sample User ID: mary.jones  Sample Password: jones7890 

 

                
 

 
STEP 2:  Select Employee Self Service on the menu tool bar.  Then select Payroll and Compensation. 

 

     
                 

https://pshcm.dc.gov/


 

STEP 3: Select the W-4 Tax Information option.      

 
 

 

STEP 4: You will be able to view and update your W-4 Tax Information from this screen.   
           

 
 

 

STEP 5: Click Submit at the bottom of the page and on the next screen you will verify your  

               user name and password.     

 
 



 

 

Upon completion of STEP 5, you will receive a notification that the submission was successful.   

 

 
      

 

STEP 6:  The tax page will reappear with your updated information.  At the bottom of the page, select  

                 Go To:  Payroll and Compensation Home.   

 
 

This will return you to STEP 3.  Select State Tax Information and follow STEPS 4 and 5 to  

 update state tax forms.   

 

 

 

 
PLEASE NOTE: 

If you experience difficulty logging into the sytem, please contact the ASMP Helpdesk at 202-727-8700 for 

technical assistance.   

 

If you require HR assistance, please contact the Office of Human Resources at 202-442-4090.   


